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(1) Organize the data supporting your request by functional work groups. Wnen one work group has been described begin

the next work group on a new page.

(2) The requesting agency is responsible for describing the foliowing workspace elements of the Space Requirements

Program.

* Workstations are indicated by employee name, functional title and grade for each authorized and
budgeted position. If the authorized position is vacant, so indicate. Square feet required are determined by

layout design on SF-81A, Part 2.

¢« Common Function spaces are indicated by the appropriate name of the workspace (conference, reception, eic.j
and the symbol C/F in the grade coiumn. Square feet required are determine by layout design on SF-81A, Pari 2.

¢ Administrative Support spaces are either centralized files or miscellaneous eguipment (i.e., castumers, an exira
bookcase) not appropriately contained within other workspaces. Indicate A/S in the grade column. Sguare feet
required may be determineg by multipies of the allowance indicated in () in Section 1 above.

(3} Develop the space reguirements program in the following manner:

Step 1: List ali workspace ciements described in {(2) above in an order determined by adjacency reiationships.

Siep 2: As necessary, prepare a standard workspace design on SF-81A, Part 2 for each workstation or
commor: function workspace element. indicate the dimensions of the workspace and calculate the

sqguare feet required.

Step 3: Use the symbois shown within the iliustrations above in Section 1 to itemize furnishings and equipment on
SF-31A. DO NOT LIST EXCESS. Itemized listings need not be shown for line items oreviously standardized. Simply

code the line entry appropriately.

S2ep 4: Complete the line item entry by indicating space and enclosure type, square feet required and

workspace code Nc.

{(4) Describe, in Remarks, all special needs such as: weight of heavy items, special utilities, service
access requirements, supplemental HVAC, etc. Develop a separate specification sheet if necessary.

(5) The information provided on these worksheets is to be summarized on SF-81, Request for Space, and submitted

attached thereto.

\{

STANDARD FORM 81-A (10-83) BACK



